
RESOLUTION NO. 89-184 

A RESOLUTION Of THE LODI CITY COUNCIL 
APPROVING N E W  CLASS SPECIFICATIONS 

FOR EQUIPMENT PARTS COORDINATOR 

RESOLVED, t h a t  the C i t y  Council  of the C i t y  of  Lodi does hereby approve the 
new c l a s s  s p e c i f i c a t i o n s  f o r  Equipment P a r t s  C o o r d i n a t o r ,  a s  shown on E x h i b i t  
A, a t t a c h e d  hereto and t h e r e b y  made a p a r t  h e r e o f .  

FURTHER RESOLVED, t h a t  t h i s  c l a s s i f i c a t i o n  i s  a s s i g n e d  t o  t he  IBEW 
Maintenance and O p e r a t o r s  U n i t  w i t h  s a l a r y  range  $1,730 - $2,104. 

Dated: December 20 ,  1989 

I hereby c e r t i f y  t h a t  Resolu t ion  No. 89-184 was passed and adopted by the 
C i t y  Council  o f  the C i t y  o f  Lodi i n  a r e g u l a r  meet ing  h e l d  December 20 ,  
1989 by the f o l l o w i n g  vote :  

Ayes : Council  Members - Hinchman, Olson ,  P i n k e r t o n  and S n i d e r  (Mayor) 

Noes : Council  Members - None 

Absent:  Council  Members - Reid 

for A l i c e  M. Reimche 
C i t y  Clerk 

89-184 



C I T Y  OF LODI 

Equipment P a r t s  Coordinator 

DEFINITION: 

Ur,der gene ra l  supe rv i s ion ,  o rde r s ,  r ece ives ,  i s s u e s  and main ta ins  inventory of 
automotive equipment p a r t s ,  accessories and r e l a t e d  equipment; i d e n t i f i e s  
correct p a r t s  and i s s u e s  t o  mechanics; performs r e l a t e d  work as assigned. 

DISTINGUISHING CHARACTERISTICS: 

This i s  a s k i l l e d ,  working l e v e l  c l a s s  i n  which incumbents perform a f u l l  range 
of d u t i e s  s p e c i f i c a l l y  r e l a t e d  t o  order ing ,  i s s u i n g  and maintaining automotive 
p a r t s ,  equipment, o t h e r  r e l a t e d  p a r t s  and supp l i e s .  

EXAMPLES OF DUTIES: Dut ies  may inc lude  bu t  are no t  l i m i t e d  t o  t h e  following: 

Orders,  r e c e i v e s  and main ta ins  equipment p a r t s ,  accessories, supp l i e s  and 
s p e c i a l  tools used i n  t h e  maintenances, service and repair of t h e  C i t y ' s  
v e h i c l e s  and equipment. 

I s sues  and d i s t r i b u t e s  p a r t s  and supp l i e s ;  determines a v a i l a b i l i t y  of p a r t s  
and es t imated  d e l i v e r y  t ime; r ece ives  and f i l l s  r e q u i s i t i o n s  for 
s p e c i a l i z e d  o rde r s .  

coord ina tes  pick-up and de l ive ry  of o rde r s ;  main ta ins  continuous con tac t  
with inventory  s u p p l i e r s  and vendors. 

determines f e a s i b i l i t y  of s u b s t i t u t i n g  parts on t h e  b a s i s  of knowledge of 
i n t e r c h a n g e a b i l i t y  of such p a r t s .  

mechanics and o t h e r  departments. 

v e r i f i e s  and checks items rece ived  a g a i n s t  p a r t s  c a t a l o g s  and 
manufac turer ' s  i d e n t i f i c a t i o n ,  model o r  parts number. 

Yaintains and uses  ongoing records  of purchase o rde r s ;  a r ranges  and 

gesearches and locates sources f o r  non-standard p a r t s  and s p e c i a l  tools; 

I d e n t i f i e s  and selects p a r t s  and tools as descr ibed  and reques ted  by 

Inspec t s  p a r t s ,  s u p p l i e s  and equipment f o r  q u a l i t y ,  q u a n t i t y  and co r rec tness ;  

Maintains a manual o r  computer record system on p a r t s ,  and supp l i e s .  
Makes p e r i o d i c  p a r t s  rooms inventory ,  f u e l  and o i l  s u p p l i e s  inventory and 

maintains minimum supply l e v e l s  on t h e  b a s i s  of o p e r a t i o n a l  needs. 
Cletermines, schedules  and ar ranges  de l ive ry ,  l o c a t i o n  and layout  of s t o c k  i n  

s to rage  areas; main ta ins  s to rage  a r e a s  i n  a c l ean  and o r d e r l y  condi t ion .  
Xesearches c o s t s ;  p rovides  information t o  mechanics and superv isor .  
Utilizes p a r t s  c a t a l o g s  and r e p a i r  manuals and t r ack ing  system f o r  p a r t s  

maintenance and c o n t r o l ;  maintains ope ra t ing  records  and f i l e s .  
Completes, p repa res  and main ta ins  r o u t i n e  forms, documents and 

r e p o r t s ;  p repa res  b r i e f  s ta t i s t ica l  summaries and reports; e n t e r s  and 
r e t r i e v e s  d a t a  from a corriputer te rmina l .  
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MINIMUM QUALIFICATIONS: 

E;nowledge o f :  

P a r t s ,  t o o l s  and equipment used i n  t h e  maintenance and repair of g a s o l i n e  and 

Srandard v e h i c l e  and automotive equipment r e p a i r  and maintenance procedures .  
Stock and inventory  c o n t r o l ,  inc luding  r e q u i s i t i o n i n g ,  r ece iv ing ,  s t o r i n g  and 

Operation of s t anda rd  storeroom equipment inc luding  c a l c u l a t o r s  and 

S a s i c  purchasing procedures;  shop a r i t h m e t i c .  

d i e s e l  powered v e h i c l e s  and equipment. 

i s s u i n g .  

a icrocornputers .  

S k i l l  t o :  

Coordinate t h e  o rde r ing  and i s s u i n g  of automotive p a r t s  i n  a t ime ly  manner. 
'Jnderstand and follow t e c h n i c a l  o r a l  and w r i t t e n  i n s t r u c t i o n s .  
Exerc ise  independent judgment and i n i t i a t i v e  without  close superv is ion .  
? r epa re  and main ta in  a wide v a r i e t y  of accu ra t e  r eco rds  and r e p o r t s .  
Z s t a b l i s h  and main ta in  an e f f e c t i v e  working r e l a t i o n s h i p  wi th  t h o s e  contac ted  

i n  t h e  course  of t h e  work. 

EDUCATION AND EXPERIENCE : 

Any equivaler , t  combination of experience and educa t ion  t h a t  would l i k e l y  
2rovide  t h e  r equ i r ed  knowledge and abil i t ies would be: 

Education : 

Equivalent  t o  graduat ion  from high school  

Emer ience  : 

Two yea r s  of exper ience  i n  mechanical work or equipment warehouse or parts 
supply work which w i l l  have provided a knowledge of automotive and related 
I p i p m e n t  p a r t s  and s u p p l i e s .  

LIZENSZS AND CERTIFICATES: 

Possession of a v a l i d  D r i v e r ' s  License ( C l a s s  C or 3 )  from t h e  C a l i f o r n i a  
D e p a r h e n t  of Motor Vehic les .  


